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ENLISTED SEPARATIONS (DPCS-EP)

1.  REFERENCES: 

a.  AR 135-91 Service Obligations, Methods of Fulfillment, Participation
Requirements, and Enforcement Procedures 26 Sep 00
      b.   AR 135-178 Separation of Enlisted Personnel 3 Dec 01
      c.   NGR 600-200 Enlisted Personnel Management 1 Mar 97
      d.   NGR 614-1 Inactive Army National Guard 14 Nov 86

2.  PURPOSE: To provide guidance and a standardized format for submission of 
Enlisted Separations using NJDMAVA Form 25.

3. GOAL: To ensure a standardized procedure is followed in separating enlisted
soldiers in an efficient and timely manner.

4. Units will continue to use NJDMAVA Form 25 to request separation of enlisted 
soldiers.  

5. For soldiers being separated for unsatisfactory participation IAW AR 135-91, 
AR 135-178 and NGR 600-200, the discharge packet will include:

      a.   A letter signed by the Battalion Commander stating the reason the soldier is leaving the
National Guard based upon the results of his/her interview with the soldier.

b. NJDMAVA Form 25 completed and signed by the unit commander and the chain
of command up through the Major Subordinate Command (MSC) commander. See enclosure 1
for instructions for completion of NJDMAVA Form 25.

c. The “Remarks” block of the NJDMAVA Form 25 will include the name, rank, 
and telephone number of the FTS representative who last made contact with the soldier.
Additional remarks will include date, method of contact and a brief summary of the
conversation.

 d.   AWOL letters and certified mail receipts covering the periods of Unsatisfactory 
 Participation.

      e.   The soldier’s original NJDMAVA Form 1315.
      

f. Copies of DA Form 2446 for reduction and letters of notification of intent to
 reduce if appropriate.
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6.  For soldiers being separated for ETS, the packet will include:

a. A letter signed by the Battalion Commander stating the reason the soldier is 
leaving the National Guard based upon the results of his/her interview with the soldier.

b. NJDMAVA Form 25 completed and signed by the unit commander and the chain
of command up through the MSC commander.

c. A letter from the unit commander certifying the soldier has had a retention
interview and has declined to extend or reenlist.

d.   The soldier’s original NJDMAVA Form 1315.

7.  For soldiers being separated other than ETS, i.e. hardship, incompatible occupation
etc. the packet will include:

      a.   A letter signed by the Battalion Commander stating the reason the soldier is leaving the
National Guard based upon the results of his/her interview with the soldier.

b. NJDMAVA Form 25 completed and signed by the unit commander and the chain
of command up through the MSC commander.

c. A signed letter from the soldier stating the reason for the discharge request.

d. A memorandum from the unit commander certifying that he has interviewed the
soldier and recommends discharge.

      e.   The soldier’s original NJDMAVA Form 1315.

8. For soldiers being transferred to the Inactive National Guard (ING) IAW NGR 614-1
the packet will include:

      a.   A letter signed by the Battalion Commander stating the reason the soldier is leaving the
National Guard based upon his/her interview with the soldier.

b. NJDMAVA Form 25 completed and signed by the unit commander and the chain
of command up through the MSC.

c. A signed letter (Figure 2-3, NGR 614-1) from the soldier requesting transfer to
the ING and stating the reason.  ING should only be used as a temporary measure.  The soldier’s
request must specify the date he/she anticipates resuming active status.

      d.   The soldier’s original NJDMAVA 1315.



Army Bulletin No. 18   16 May 2002

OFFICIAL: GLENN K. RIETH
Brigadier General, NJARNG
The Adjutant General

FRANK. R. CARLINI
COL, IN, NJARNG
Chief of Staff

DISTRIBUTION:  A, A2, B, C

4 Encls
1. NJDMAVA Form 25 Instructions
2. Sample of NJDMAVA 25
3. Enlisted Separation Flow Chart
4. Blank NJDMAVA Form 25



INSTRUCTION FOR COMPLETION OF NJDMAVA FORM 25

Block  #1-8  Self explanatory

Block  #9  Requested date of termination (This date must be later than the soldier’s last Unit
Training Assembly UTA)

Block   #10 Soldier’s ETS date

Block   #11 Soldier’s last address and phone 

Block   #12  As applicable

Block   #13  As applicable

Block   #14 Authority and narrative reason for discharge

Block   #15 Name, Title, and phone number of unit representative 

Block   #16-18  As applicable

Block   #19 Name, rank and phone number of FTS representative who last made contact with
soldier.  Additional remarks will include date, method of contact and a brief summary of the
conversation.

Block   #20 Self explanatory

BLANK FORMS MAY BE OBTAINED ON DMAVA WEBSITE: 

      http://www.state.nj.us/military/publications/bulletins/Army_Bulletins/index.html

Encl  1
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